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Goal & Objectives

Goal: After this class, staff will know how to use
the Performance Evaluation module in ESS 3.11

Objectives:

« Show staff how to navigate Performance
Evaluations

e



Performance

Currently, Evaluations is the only tab being used.
Incidents is under construction for monitoring extended leave activities.

Expectations, Learning and Career Development and Training
Profile are currently not being utilized by the City of Tucson.
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Evaluations

The following widgets can be found on the Evaluations sub tab:

» Current Evaluations

» Past Evaluations

» Self Evaluations

» Past Self Evaluations
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Current Evaluations

The Current Evaluations widget allows you to view your most recent
evaluations which have been signed/released by your manager and now
require your signature. Select an evaluation from the list to view the complete
evaluation via the Current Evaluations Wizard.

Current Evaluations [3]

. Evaluation Ready for Next Evaluation Reviewed by Next
Name Evaluation Due Date P e | Ma

SMITH, SARA 0541142008 _ Edward Jones
SMITH, BARA o71zom Edward Jones
SMITH, SARA 08/11/2013 Michael Owens
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. General Information

Suwrent Evaluations - General Information

I SMITH, SARA

General Information > Detailed Rating > Cvalustion scceptance

" This section will display employee assignment information in regards to this evaluation

f Hame: SHITH, SARA Home Department: Personal

I
From: (5/01/2007 Home Unit: 010-1010
To: (05/01/2008 Position: pERF M MGR1

Evaluation Due Date: (05/11/2008




* Detailed Ratings

Current Evaluations - Detailed Rating €3

* SMITH, SARA

| General Information > Detailed Rating : Evaluation Acceptance

> This section wil display detailed ratings for employee assignment. Select a rating by selecting on the rating listed on the gid. Onee you hawe rewviewed the
1 ratings, Click Mext to continue

Rating Type Rating _ Humber

Select the Rating to view detailed information for the rating, comments
regarding the evaluation, and/or areas for growth.

[**Currently, the only Rating is ALL and Rating Profile Desc is AL\j

EMPLOYEES. This may be changed in the future.




Line Details

Rating Type : -c

Rating Type Desc: pERFORMANCE

Definttion of Rating I¥pe : Tys DEFINES HOW THE

EMPLOYEE IS RATED QM 108
FERFORMAMNCE

Rating Response : ExEL g

Rating Description : ...zt

Humber : I:l

Comments :

Areas for Growth :
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Current Evaluations - Detailed Rating (X}

* SMITH, SARA

General Information » Detailed Rating » Evalustion Acceptance

This section will display detailed ratings for employee assignment. Select a rating by selecting on the rating listed on the grd. Onee you hawe reviewed the
ratings, Click Mest to continue

T

Rating Type . Rating Humber
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« Evaluation Acceptance

» Displays Rating Profile

« Allows addition of comments

 |If satisfied with evaluation, select Sign Evaluation button

« Generate PDF button allows the opening of a PDF version of
the evaluation, which can then be saved or printed.




You can navigate back to previous sections by using the Previous link or by
selecting the section name link located at the top of the page. Select Save to
save your changes and exit the evaluation.

Current Evaluations - Evaluation Acceptance (%]

! SMITH, SARA

General Information » Detailed Rating > Evaluation Acceptance

| This section is not included in wour evaluation. Click Mext to continue

Rating Profile: DEFALLT

Overall Rating:

Rated Employee's Comment:

< Previouz @ Sign Evaluation




Past Evaluations

Past Evaluations [1]

Name Year Evaluator Name mevellllanaml Overall Rating Evaluation Type

SMITH, SARA 07/01/2010 JANE DOE JOHN ADAMS ME ANNL
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. General Information

Past Bvaluations - General Information @

SMITH, SARA

Gereral Information = Detailed Bating - Evalustion Acceptance

This section will dizplay employee assignment information in regards to this evaluation

Hame: SwMITH, SARA Home Department; Perzopal
From: 07m152010 Home Unit:
To: 07012011 Position:

Evaluation Due Date: 71152011
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 Detailed Ratings

Past Evaluations - Detailed Rating ﬁ

SMITH, SARA

General Information - Detailed Rating -  Evaluation Acceptance

This section will display detailed ratings for employes assignment. Select a rating by selecting on the rating listed on the grid. Once you hawve reviewed the ratings, Click
Mext to continue

Evaluation Type Year Onverall Rating
WIOR K Fnr
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Line Details (%
Rating Type : 0oy Number : |:|
Rating Type DeSC : pepropmManCE Comments :
Definition of Rating Twpe . 1o DEFIMES HOWY THE Areas for Growth :
EMPLOYEE |5 RATED QM J0OB
FERFORMAMNCE
Rating Response: -~ E

Rating Description: ..o ont




- Evaluation Acceptance

Past BEvaluations - Evaluation Acceptance @

SMITH, SARA

General Information =  Detailed Rating - Ewaluation feceptance

This section is not included inwour evalugtion. Click Mext to continue

Rating Profile: |op

Owerall Rating:

Rated Employee's Comments:

< Previous




Current Self Evaluations

Current Self Evaluations [1]

Ewvaluation Type Rating Manager Name
Franks, Doreen BMOS JOHM SMITH




Self Evaluation Wizard

 General Information

Self Evaluations - General Information

Franks, Doreen

General Information = Ratings = Feronmance bvaluaiions

This section will display employee assignment information in regards to this evaluation

Employee D : DFRAMKS From :

Appointment 1D : To:

Name : Franks. Dstedn Home Department :

Union Affiliation : Home Department Desc :
Union Affiliation Descr : Evaluation Type :

Profile : EMPEV

Rating Profile Description : EMPEY Personnel Action Reason :

Evaluation Due Date :

0473072013

2013-01-22

0313152013

010

Personal

3M0S




 Rating

Self Evaluations - Rating @

Franks, Doreen

General Information = Ratings = Performance BEvaluations

This section will display detailed ratings for employee assignment. Select a rating by selecting on the rating listed on the
grid. Once you have reviewed the ratings, Click Next to continue

Rating Type | Rating Response | Humber : Comments
el S
EMPEY EXCEL

< Previous
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Line Details (%
Rating Type : 0oy Number : |:|
Rating Type DeSC : pepropmManCE Comments :
Definition of Rating Twpe . 1o DEFIMES HOWY THE Areas for Growth :
EMPLOYEE |5 RATED QM J0OB
FERFORMAMNCE
Rating Response: -~ E

Rating Description: ..o ont




 Performance Evaluation

Self Evaluations - Performance Evaluation

Franks, Doreen

General Information = Ratings = Performance Evaluations

ctext

Overall Response : ME Employee Signature Checkbox : I~

Qverall Response Desc : MEETS EXP Employee Signature Source : Aéceptance by Evaly
Evaluation Ready for Employee Review :

] Rated Employee's Comments :
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Past Self Evaluations

Past Self Evaluations [3]

Franks, Doreen 3MOS EMPEV John Smith




Past Self Evaluation Wizard

 General Information

Self Evaluations - General Information

Franks, Doreen

General Information > Ratings = Feronmance Bvaluaiions

This section will display employee assignment information in regards to this evaluation

Employee D : DFRAMKS From:

Appoaintment ID : To:

Name : Franks. Dsreen Home Department :

Union Affiliation : Home Department Desc :
Union Affiliation Descr : Evaluation Type :

Rating Profile Description : EMPEY Personnel Action Reason :

Evaluation Due Date : 04/20/2013

2013-01-22

0313172013

010

Personal

3M0S




 Rating

Self Evaluations - Rating @

Franks, Doreen

General Information = Ratings = Performance BEvaluations

This section will display detailed ratings for employee assignment. Select a rating by selecting on the rating listed on the
grid. Once you have reviewed the ratings, Click Next to continue

Rating Type | Rating Response | Humber : Comments
el S
EMPEY EXCEL

< Previous




* Performance Evaluation

Self Evaluations - Performance Evaluation (%]

Franks, Doreen

General Information = Ratings = Performance Evaluations

ctext
Overall Response : ME Employee Signature Checkbox : |
Overall Response Desc : MEETS EXP Employee Signature Source : Aéceptance by Evalu

Evaluation Ready for Employee Review : u Rated Employee's Comments




Thank You!

This concludes Navigating the
Performance Evaluation Module

in ESS 3.11

e



